





Memorandum 





To: Kate Avila, Keith Woodley, Beverly Walters, Rianne Carty 
From: Jande Barrera 
CC: Jan Ciampi 


Good evening, 


I hope this email find you all well. I am Jande Barrera and I was hired as the new vice president 
of worldwide sales. My focus is going to be on modernizing the work process. We are a tech company 
after all. I was informed of the way the meetings were held before, where we would all try to meet in 
person by having us fly to either Chicago or London. While I think that is an excellent way of 
communicating and handling the various tasks we all do; however, I don’t think it is efficient for us and 
the company. I was informed that we are all equipped with tablets so let’s put them to good use. 

We have state of the art tech equipment we can use. We are all familiar and comfortable with 
using text messaging, Twitter, e-mail, and video conferencing systems. We can use these tools to our 
advantage. Instead of meeting in person we can use these devices to meet virtually instead. For example, 
before we could only meet once a month; however, by using different methods we can go virtual and 
meet much more often. Going virtual means we can do shorter meetings instead of the longer meetings 
we used to hold once a month. It also means that we can arrange meetings separately if needed to 
accommodate for the time difference. Having virtual meetings means we will have more flexibility and 
more time to do other assignments. Think of all the time we will be saving by not having to fly out to 
Chicago or London. 

Another benefit the company has proposed is to have some of us work from home instead of 
having to come out to the office. The people who would be assigned to work from home are the sales 
people. Working from home will allow the sales representatives to manage their time efficiently 
according to their clients. 

We will be holding our first meeting in Chicago. In this meeting I will be showing a step by step 
on how to create your account for the video conferencing, if you don’t already have one. Also attached 
in this email is the agenda for the two-day meeting we are holding in Chicago and a virtual team 
collaboration tip sheet. 

In this meeting we will also be discussing the schedules that are best for each one of us. We will 
also be discussing any technical issues we may encounter. We will be holding a two-day meeting which 
will be laid out in the attachment. As well as a virtual team collaboration tip sheet. This sheet will 
consist of interactive tools that will help with time management and communication. 

I am looking forward to meeting with you all. I understand that this new way of communicating 
is different from what we are used to; however, I believe that with our collective collaboration and 
resources attached in this email, the process will run smoother. Again, if there are any further questions 
please feel free to contact me. For the purposes of the time zones, I am available 24/7 through email, 
text, and Twitter. Thank you for taking the time to read through this email and accepting the changes. I 
know it is difficult to get started on a new schedule but together we can work through it. 


1234 Patterson Dr. Chicago, Illinois 60606 
T: (312)785-0378 W: jbarrera@zaratetech.com 
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Trip Description Going Virtual and Working from Home 

Trip Goals es Staff Communication and Increase Productivity While Working 
rom Home 

Trip Length Four days total including travel time 

Departure Date Sunday 

Departure Airline United 

Departure Flight No. 928 

Departure Time 9:40 am 

Arrival Time 12:30 pm 

Hotel Best Western 

Ground Transportation Taxi 





Main Contact Name/Phone 


Jande Barrera/ (312) 785-0378 











Return Date Wednesday 
Return Airline United 
Return Flight No. 940 
Return Departure Time 6:20 pm 





b Royer-tatoyel Contact Name (Ofoyenr-Lerml od aLoyare 





Best Western Breakfast 

















Breakfast 8:00 am Buffet Jande Barrera (312) 785-0378 

Introduction/ 

Getting to know 10:00 am Conference Room B Jande Barrera (312) 785-0378 

each other 

Lunch 12:00 pm ee ieee Jande Barrera (312) 785-0378 
Restaurant 

Video 

Conferencing 2:00 pm Conference Room B Jande Barrera (312) 785-0378 

Tutorial 

Were en 3:30 pm Conference Room B Jande Barrera (312) 785-0378 

Home 

Dinner 5:00 pm Olive Garden Jande Barrera (312) 785-0378 














b Royer-taloyal Contact Name (Ofoyenr-Lerml od aloyale 





Best Western Breakfast 














Breakfast 8:00 am Buffet Jande Barrera (312) 785-0378 

Scheduling 10:00 am Conference Room B Jande Barrera (312) 785-0378 

Lunch 12:00 pm Best Westen Hote Jande Barrera (312) 785-0378 
Restaurant 

How to Solve 

Hisiinteal Ieaude 2:00 pm Conference Room B Jande Barrera (312) 785-0378 

Stay Motivated 

while Working 3:30pm Conference Room B Jande Barrera (312) 785-0378 

from Home 

Dinner 5:00pm Chilis Jande Barrera (312) 785-0378 














Tips for Working from Home 


e Try to maintain the same schedule as you would when you were going into the office. Of course, the 
schedules don’t have to be so strict, but it will help focusing and getting the work done. 


e Another great tip for working from home is establishing rules and guidelines for people that live with you. It 
could be helpful to let your family/ roommates know when you are in an important meeting to keep their 
volume down. 


e Also, working from home brings the advantages of being able to multitask; however, that isn’t always helpful. 
For example, it is fine to do laundry while working if it doesn’t disturb your tasks at your job, you are fine. 


e It is also helpful to take the appropriate breaks from your job. If you normally have two fifteen-minute breaks 
and an hour lunch, take those breaks. They are necessary to keep you engaged and focused on your job. 


e = Itis also helpful that you go out for a walk and get some fresh air, change the scenery for a little so when you 
return you are refreshed and ready to get back to work. 


e Another very important tip is to ask for an equipment that you may need, any malfunctions or issues that may 
arise, please make sure the company is aware. Technology fails sometimes and that is fine, so if you report the 
incident, you will be fine. Make sure all the equipment is up to date and ready to run. 


e Another helpful tip is to have a designated area as your office. It could be your dining table where you have 
your computer set up and you know that area is for when you are working. When you are not working you 
can move on to other spaces in your house. 


e = Itis helpful to look for online training when working from home. Some establishments like libraries offer free 
courses, it can be helpful to take a course and learn new things that will benefit you. 


e = Lastly, communication is very important for working from home. It is important to keep others posted on 
assignments that you are working on. Sometimes it is even better to repeat yourself than realize you don’t 
know what assignment or task you need to be doing. Likewise, if you are taking a day off, repeat it just in case 
others might miss it. 


